Access Your Club Folder from Off-Campus 
Windows XP 

1. Right-click on the Start menu and click on "Explore." The Windows Explorer window should appear. 

2. In the left side of the Windows Explorer window, you may see a sidebar with certain categories: "System Tasks," "Other Places" and "Details." click once on "My Network Places," which is found under "Other Places." If you don't see the categories, simply locate "My Network Places" in the folder tree. 

3. The left side of the Windows Explorer window might change slightly. As before, you may see a sidebar with certain categories: "Network Tasks," "Other Places" and "Details." Under "Network Tasks," click once on "Add Network Place." 

· If you do not see the three categories, please click on the "Folders" button located at the top of the Explorer window. Or, go to View > Explorer Bar and click on "Folders" such that the checkmark next to "Folders" disappears. You should now see the three categories. 

4. You should see a window appear titled "Welcome to the Add Network Place Wizard". To proceed, select "next." 

5. On the next screen, you should be asked to "Select a service provider". From the options listed, please click on "Choose another network location. Specify the address of a Web site, network location or FTP site". Then, click "next." 

6. On the screen you should see "Internet or Network address:" enter in the box: 

· https://files.gccaz.edu/shared/clubs then "next." 

7. You should see a login screen, login with your eGCC username and password. 

8. Rename the shortcut, if you wish, and select "next." 

9. Select "Finish." 

10. In the Explore window you should now see "shared on files.gccaz.edu/clubs" as a shortcut under "My Network Places." 

11. Inside this directory you will see your club folder(s).   
· Tip:   If you have not been granted access, you will not see your club folder.  If you feel you should have access, but do not see your club folder, please contact the HelpDesk at 623.845.3555.
12. Double-click your club folder. Open the public.www folder.  Files associated with your club’s website are stored here.

Macintosh OSX

1) From the Finder, select "Connect to Server" from the Go menu. 

2) On the screen you should see Connect to Server.  Enter the server address in the box: https://files.gccaz.edu/shared then select Connect. 

3) In the resulting box titled "File System Authorization" enter your eGCC username and password then select OK. 

4) A window will be opened displaying the file directories available to you in the shared space. 
5) Inside this directory you will see your club folder(s).   
· Tip:   If you have not been granted access, you will not see your club folder.  If you feel you should have access, but do not see your club folder, please contact the HelpDesk at 623.845.3555.
6) Double-click your club folder. Open the public.www folder.  Files associated with your club’s website are stored here.

Windows Vista

1) Go to the Start menu in the lower left-hand corner of the screen and select Connect To.
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The Connect to a network window should appear. Please click on the link Open Network and Sharing Center, located in the bottom left-hand corner of the window.

3) You should now see the Network and Sharing Center window. Go to the Tools menu and select Map Network Drive.

4) When the Map Network Drive window opens, select the Connect to a Web site that you can use to store your documents and pictures link.

5) The Add a Network Wizard should start. When the window appears, click the Next button.

6) You should then see a new window appear with the question, Where do you want to create this network location? For this question, please select Choose a custom network location. Then, select the Next button.

7) On the next screen, you should be asked: Type the address of the website, FTP site, or network location that this shortcut will open.  

a) Please type the following address in the “Internet or network address” text box: https://files.gccaz.edu/shared/clubs 
8) You should see a login box. Enter the following two items and then click OK:

a) Username: gccaz\eGCCUsername
b) Password:  eGCCPassword
9) Rename the shortcut, if you wish, and select "next." 

10) You should now be at the last screen in the Add Network Location wizard . Select the "Open this network location when I click Finish." checkbox. Then, click Finish.

11) A window will be opened displaying the file directories available to you in the shared space. 

12) Inside this directory you will see your club folder(s).   
· Tip:  If you have not been granted access, you will not see your club folder.  If you feel you should have access, but do not see your club folder, please contact the HelpDesk at 623.845.3555.

13) Double-click your club folder. Open the public.www folder.  Files associated with your club’s website are stored here.

Accessing your S: Drive
Now that you’ve setup the network location for your S: Drive, you may now access it by simply going to the Start menu and selecting Computer. A window called Computer will appear, and you should see the Network Location you just set up.
[image: image2.png]You can add and remove websites from this zone. Allwebites in

this zone wil se the zone's secuity settings.

Add this website to the zone:
hitps:/files.gccaz.edu

Websites:

Remove

[CIRequire server verification (https:) for al sites i this zone:





Tip:  http://www.gccaz.edu added to your trusted sites will assure that you can reconnect to your S: Add a Trusted Site
[image: image3.png]Internet Options

General | Securiy | privacy | Content | Connections | rograms | Advanced

Select a zone to view or change security sektings.

@ € v O

Internet  Localintranet [T Restricted
stes

Trusted sites C =)
J This zone contains websites that you s
trust ot to damage your computer or

your fils.
Vou have websites n this zone,

Security level for tis zone
Alowed levels For this zone: All
Medium

- Prompts before downloading potentialy unsafe
cantent.
L‘J ~Unsigned Actve controls il not be downloaded

Custom level

Reset all zones to defaul evel




[image: image4.png]Glendale Community College of Arizona - Windows Internet Explorer

) v €] hetpsfjomonge.maricopa. edu] Live Search
% 4[] Gendole Community Colege of rzona ] B8 & Bre-lg
et g Hsory
hiing it

GLENDALE COMMUNITY COLLEGE LOGATIONS | CLASS SCHEDULE | LIBRARY | A2 IN0EX | coNTACT [seasen [| o 9 L0

Wark Offine
FullScreen

ABOUT THE COLLEGE

VISITORS & FRIENDS faived
FUTURE STUDENTS Windows Messenger

Diagnose Connection Problems.
‘CURRENT STUDENTS Sendto Onetlote

GLENDALE COMMUNITY COL 5un Java Console:

ALUMNI

FACULTY & STAFF

RS NEWS & EVENTS -ALENDAR
— REGISTER FOR FALL! CLASSES BEGIN AUG. 23 28 Bwesk session
K LINKS e

“The early bird gets the worm, or, befter yet,the best classes and lab tines!
How to Enroll Now i the ime to register for fa classes at GCC or GCC North. Aug7  Second S-week
Athietics 0 more] session ends

Campus Tours GCC AND PARTNERS HOST JOB FAIR JULY 31 Aug23 Fallcasses begin

Maps & Dircctions ‘GCC willco-host a job fair with Valky of the Sun Human Resources.
GCC Horth ‘Assocition and the Greater Phoenix Urban League Thurs, July 31 10 ENROLL
‘am-2pm inthe Student Union.. [R=ad more]

eCourses
GCC NORTH CELEBRATES NEW BUILDINGS AUG. Enroll NOW for Fal 2008

SCasiver 14 ‘Classes begin August 23.

“The publc s invied o GCC North o clbrat the grand opering o 1 Cickhere for nformaton
.maricopa.edu [z busngs st open touse on T, A 14,8308 ot 5727 soout Fnaneil Ald ana
INTERNSHIP CLASS OPENS DOORS TO JOBS mmﬁgonﬂm':m;hm
More than 600 potential employers offer internships to GCC students
through the low-cost Career Work Experience (CWE) class now accepting

[/ Trusted sites H00% -

Gerle Cormarkt 3 ° & s




Add a Trusted Site

Internet Explorer 7

1) Open Internet Explorer 7.

2) Open the Internet Options Dialog Box. 

a) Click the down-facing arrow to the right of the Tools button.  

b) From the drop-down menu, select Internet Options.

3) When the Internet Options Dialog Box opens: 

a) Select the Security Tab.

b) Click the Trusted Site button

c) Click the Sites button.

4) When the Sites dialog box opens, add the address,” https:// files.gccaz.edu”, in the “Add the website to the zone” text box.

5) Click Add.

6) Click OK.

7) Close the Dialog Box.

-To learn more about IE7’s Internet Options, include adding a trusted site, please visit, IE7 Internet Options at: 
http://www.gc.maricopa.edu/ic/gcchelp/tutorials/browsers/ie7internetoptions.html


Important Note:  When transferring files, copy then paste the file to the desired location.  Do not drag and drop the file.

-To learn more about working with your files from off-campus, please view the eGCC Transferring your Files tutorial at:
http://www.gc.maricopa.edu/ic/gcchelp/tutorials/eGCC/transferringfiles1.html

-To access your club’s web page through a browser, you will need to enter the address in the following format:

http:/web.gccaz.edu/club folder name   

For example, the folder for the Phi Theta Kappa club is named ptk.
The web address (url) for the Phi Theta Kappa club would be:

http://web.gccaz.edu/ptk
Tip:  If the Menu bar is not displayed, press the Alt key on your computer’s keyboard.
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